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1. Dovoloﬁn and directs atho‘i;'l'tqgi"tn _o_f";jocor'd; adairistration

throughout the Agency, providing staff sdvisory service to all activi-
ties iz Weshington and in the field, ‘on efficient methods, procedures
and equipment for records making, -control, trensaissionm, duplicstion,
tiling, indexing, proootvntibn‘abdxglspolnl to ensure @onpli‘néo-vjth
pertinent laws, Executive Orders and:Agency regulations: -
l ! . . . _' . ‘
2. Directs the program-of;records preservation and disposel. as
required by lew and as defined and promul gated vy the National Archives
and Records Service. Serves at. the Agency liaiecn with the National'
Archives ‘and Records Service on records préservation and ' disposel.
Determipes: the extent and walue of .each series of dooumerts in ‘the .

. Agency, appraising each series as to fte retention value and develops

disposal’ tables covering each of ‘the series of reeords of the Agenoy,, ,
frdicating what disposition shall be made of ‘sach and when such ‘disposal’
is to be effected. - IR IR -

L A} - : .

. ) o | :

8. Gives technicsl direotion'to the operation’ of thLe Agency Archives
for the storege of records of permanent value which may -not be transferred
%0 the National:Archives, and to the operations of the Agenoy Records

Center for the dtorage of records of value for e limited period.

"y, L i s .
4. Gives technicel direotison to epproved microfilming projeots \
to reduce storage space requirements, to speed the prooessi ng of docu- .
ments, and to provide copies as insurance against lose .off originel
resords. .- z SR SR - o
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- 06D  LIBRARY DIVISICE ' RKCORDS ‘MANA:ENEXT BRANCH
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6. Advises on downgrading of security olassificstions of doouments,

espeoially as such olassifications affeet the conmtrol and storege of

IV

docwments. ‘ : D .
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; ,‘Bnnoh performed a portion of these duties and also had operating

. . rocponnbnitiu for the receipt, control and distribution of
' ' . correspondence and publicntiom, and tor opontion of tho storage
.+ eonter' for inactivo records. L a

E 4 g' . . . T o,
;' - N ) B. 1 Aooagluhnuto : = ' . oo
: N : it

;‘ it The Records Ihmgmnt Btcneh was ereated to direct the £
P o Rooordl Mana:ement Progrem for CIA as set forth in Adainistrative 3
50X 1 Instruction| | dated.? November 1949. Previously the Archives
: ‘
i”

1

, ‘The Rooordn Innugmnt Branch has oimulhod . lylt-
of area Reoords Officers through whom the Branch can’ oponto 1n
all OI‘ﬂou and Stdt Sections of thc Aguley. .

. The. Rooord- llungmnt Pro;rn hu hm to pw orf in
' terms of monetary savings through reletsing filing equipment end
.. reoords stordge spade for more velusble records. It has Me“‘”/“"
i, determined that the Agency will sewe §5.31 each yesr: for every =
_eubic foot of records transferred outside tho Agenay'or
‘ * Por each cudle foot of records transferred eut of ,:’tﬂoo .”&‘Aogﬁb
"~ into’ the rescords center, the Agency will save $4.75 sech yeer-
.that the fecords exist. Large quantities of dooumeuts are dosteey-
o4 esch yeer, thou&h the totd volume and savings are mot: roportod
. at thh time. On two roso-undationl. alone, of the lruoh. the .
“Agemoy, will realise an init{al saving of $9,000 in egquipment. and °
space released, and will save §5,200 each year hereafter. 1In . -
aiother case, the Agency will save $3,900 each -year from trans-

| R fcrring rq’oorda out of offmo .spase into rooord. ltor.go.
3 S " " ;' Branch hes made a mmber of furny- which will reeult in

oomidor‘blo savings, though the amount.of. anving: can not now be y
‘ . estinated) ’ The Branch sponsored reviews 81& ‘the hmgomnt Btaﬂ' .
| and by. the Inspection and \Soourity Staff which 1111 eave thousands .
. ' "of dollars amually. The manner of destruction of elassified '
- doouments has been simplified to per mit mass destruction of doou- :
B - ments through the Classified Waste, instead of regquiring office
- " ' peraomnel to lose many hours at the ineinerator. .The Brandch
. sponsored . the development of e simplified prodedure for making
N o certificates of destruction, permitting the use of oards ‘now in -
w T existense to substitute for the expensive’ task of typing.long liets of
records destroyed. In one instarce this ehange permitted am Office
to vithdr‘v a request for additional personnel they would have needed .
to prepare destruction certificates. A Branch reconmendation, in . ko
ancther instance, produced a reduction in the mumber of extra copies ":.x‘
. of WIS publications prepared for storage, so that less thaa oneshalf .
b ~ the previous pumber will be made. Another recommendation will selease )
about $8,000 wosth of nun; equipment mq‘;un achieve savings of / :

several hundreds of doliars each year through the substituting of
e card file in the Personnel Division for ﬁlu of old pcruunol
cppliontioa ﬂln. / :
Sl e . . o F
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s ) " An inventory of vital rooordo ie being made to ptn vt

. - ©  gomplete information for the settinz up of a vital reocords deposi- .
tory and to deternine the costs of this sotivity. Miorofilming Lol

projects established for this purpose will ‘'be conbinod with other. R
records reqiiremente to save cootl. ey - 4

The Branch hes \mdort‘ktn a comprehensive invontory of
files and £iling equipment throughout the Agency. . Data will be -
acquired as to the present quunt‘ty ‘and rate of ecowiulation of
docurents and information will be gsined as to the walue of records

oo  series so that ‘resords retention and disposal periods may be

esteblished. This activity is in keeping with plans of the Rational

Archives snd Records Cervice to carry out the provisions of Publie

. . Law 152, 8lst Congress, which authorises the General Servioces Adnin-

¢ o {strator, among other things, "to make surveys.of Govermment records and

" records managemert and disposal prastices and obtair reports thereon

from Federai agencies, shd . . . to pgfmote . . . iwtond records
Mnag-nort praptico- v:d‘co. ‘rola in luch .g.nolou ;
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V- . "B.  JUSTIFICATION (eontinued) ‘ s Cen

., ! S
... B2 Objectives s LTyt +
. \ . , . _ e -,‘*’:}\n. T ‘4
¢« » . ' Two objectiyes of the Bramch will be prominent during the -
Budget Yesr. The first 1s that of promoting efficieney in all sspects
of records management. The second, relates.to the errenging,.indes-
- . - ing, and preserving records of enduring value in ;the  Agensy Archives,
. o and: o; weeding out and disposing of records of value; for shorter'
' ‘periods. ' T R

-
I DR
- . ' ch
] 0 . ' i N ‘ ¥ '

. Efforts to accomplish the first objective will produce ’
. many sctivities. The need for data onm costs will require adoption
o of reporting procedures throughout the Agency. . Reviews .of the
= value of records series will show where unnecessary records are .
sade and kept, how reports can be made mors simple or useful, be
Sombined with-other repsrte or dispensed with. A comjlete Reports
S Control Program will be developing 'during the Budget Yoar.,- Working
_ olosely with the Formis Control activity, the .Branch will meke and
. sponsor the making -of studies of forms in advercs of “spproval to
. sreure that the number of ocopies made, the diqyrlbugton.or coples,
v ‘and the pericds of #stentich -of coplies promute efficiemoy snd
eooromy. Muok emphasis will be pleced on staddardisstion of equip-
vent and filing procedures and on training of persons responsible
for records handling opersticns. . ' . e
. : Muah attenticn wii) te 'given te tﬂ"lpplieatigp of mioro-
- . filzing and other mcderr c.ethods for-prepering and regroducing.
. records. It is anticipated that several large ocollecticns of doou-
P . ments will be meduced on aicrafilm, and that referencec 'to these
: doouments will trerasfter te tu the filmed copies. 'The Branch will
spomsor studies of pa(ent:nl'u;oz_éf‘iciicg! types of equipment, and
especially in conneotion «ith the Machire Methods Divid on, will

o be ' interested ih the develcpmant of .new preceesses. :
. Y . y bl L e K
. . BRecause of the umisual req irements of .security o(figgggiif
ir this Agency, the Brerch must. acsume responsibllities unusual to
most Federal azencies, of {nterpreting the provj‘iqnq o? 1;Q>ﬂiﬁaélééfzb
regulations of the Naticnsl Arorives and Reaords Service, as to the
preservation c¢f reccrds of permenent value and the promoting of.
officiencies thrcugh records xanegement, and the develcpment of
cL records retenticn and disposal schedules for the Agency.. It will be
. necessary to arren:e, index and cere for .the Agoncf'j\.qohivtnqin -
Agency space for e lobg pericd of time. Relatively fow-records may
be transferred to the Kational Archives. T '
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. B. JUSTIFICATION (ocontimued) ‘
'B. 3 Produstion | .y

The ournnt operations of the Breameh een u!t be
measured aocurately by production statisties. A reeord of service
requests received was carried threughout the year, first by the
‘Aréhives Brench, them by the Records Nanegemest Brandh. The totals
. have been carried in the overall statistise of the Lidrary. The
‘record of currenmt operations will be helfful far ative
purposes over the next few months, but ere mow enly Wwo moxths old.

|

. - Bo ;hnago. in persomnel requiresents will be Beeded for
the Piscsl Year 1962, unless additional projects ere asei gned to
the Branch.

B. ¢ Personne]l Requirements -

The staff of the Bransh 1s not yet ecaplete. Ome mlylt
1s nitin; to bd cleared, while search eontimues for amother. Waea
the staff is oomplete it is believed that all asdl ghed responsi-
bilities een be met. However, additional smalyst positiome would
be required if new or enlarged responsidilitiee are added. It 4o
possible that the Branch may be assigned greater respomsidilities

NS for reoords management crerstions ir eovert ectivities, though this
; . is not anticipated by Fiscal Yeer 1962. .

. A number of positions will be required for operation of

miorofilming projeots. Such positions would likely be adddd to the

, Services Division of the Admirfetrative Staff or to the COemtral

' Records Branch, Lidrary Division, 0CDs When microfilming projeots.

' ere established ir varfoue Divisions or Branches, microfilm vperators
will usually be assigned for the duration of the project. The
totel number of positicns ir a Divisicen or Dnao.h asy not change,
however, sinoe the microf{lming of large groups of rooordl will
release clerical empolyees in some instances.

N
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' During Fiscel Year 1981 mueh should be acoomplishéd in
Records Management. The groumdwork has been laid during the
ourrent year, part-4f the staff has been sssemdled and the
trairing of analysts begun. Complete records and equipment :
inventories will be teken, and many records analyses made. t
The Offices and Staff Seoctions will be made “records cone

soious®. Records disposal tables will be established for

many record groups. 8avings from disposal of records will be

reported and will give iqot:u to development of other means

of achieving sevings Large-seale miorofilming projects

will be undertaken. Training oourses for filing persomnel

will be established. : : \

The.work perforsed ing Fiscal Year 1561 will be
speeded up in Fiecal Year 19562, and the coverage of records
mangsenant problems will be larger. Standardisation of methods
for varjous operstiore will become more prominent. Treining
programs will be continued. , Records amalyses will be more
oonoerned with simpl:fication of records making and in the
value of informetion surplied on forms and other forms of
repwrting. Mese emplasis will be placed on work seasurement.

During Fiscsl Year 195 aleoc, the Archives of the Agemvy
will develop mors rapidly. More attention will de given te
the arrangement, indexing end preservation of doouments of
enduring value fcr administrative, resesrch and héstericel
purposes. The Agency Arohives will begin to be consolidated

" . Prom various smaller record holdings in Offices, Divisions and
Branches of the Azeracy.
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TRANSMEITTAL SLIP

12 December 1951

(DATEX
STATO.
Chief, Administrative Services
BUILDING ROOM N
Nor th 201A
REMARKS:

Second copy sent to ADD/A (G).

STAT

G Files”
STt B

2 /4
STAT s Mg /

| FROM:
STATp. Asst. to DD/A

i BUILDING ROOM NO. EXTENSION
STATdministration 223
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